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CORE- Mailroom Quality Assurance of Verify 

 

Purpose:   
The Quality Analyst performs Quality Assurance (QA) checks on claims that have been processed by the 

Data Entry/Imaging Technicians (DE/IT) and Data Entry Specialists (DES) within the Verify system.  

Proper training will ensure that quality work is being produced by the Quality Analyst. 

Identification of Roles:   
Quality Analyst and Operations Coordinator– conduct Quality Assurance checks on the Verify process 

Operations Team Lead and Operations Manager – operate as a resource for Quality Analyst functions; 

implement process changes as needed 

Performance Standards:   
Maintain at least a ninety-five percent (95%) keying accuracy rate for data entered documents. 

 
Path of Business Procedure:   
Step 1: Perform quality checks on the claims processed. 

a. Compare the information on the claim to the information that was entered 

 

Step 2: Provide feedback 

a. Immediate verbal feedback is given to the person that created an error on any item that 

is considered to be a pattern or misunderstanding of a process 

b. Verbal feedback is given to the Operations Coordinator and/or Operations Team Lead if 

the Quality Analyst identifies that additional training is needed for an individual  

 

Step 3: Help keep all training documentation current 

 

Step 4: Raising and lowering Quality Assurance percentages 

a. The Operations Coordinator will run reports in Transform Manager to identify if QA 

percentages need to be raised or lowered. 

b. The Operations Coordinator will submit a CORE Mailroom Security Access form in 

OnBase to change the percentages if needed 

 

Step 5: Reporting by the Operations Team Lead 

a. Create and review Monthly Accuracy Reports from Transform Manager for each person 

b. Complete the scorecard to identify if accuracy rates set by the State of Iowa are being 

met   
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Forms/Reports:   
TEC Reports Exchange 7 – created monthly 
Tech Reports Exchange 8- created monthly 
CORE Mailroom Security Access form 

 

RFP References: 
5.2.2.3.4.1, 5.2.2.3.4.2 

 

Interfaces:   
Verify system 
Transform Manager 
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Attachments: 
CORE Mailroom Security Access Form 

 

 


